
APPLICATION FOR RECORDS RETENTION SCHEDULE 
.-~_- 

Department of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia,-%3%, 

OFFICE 9FTHE SECRETARY OF STATE 
DEPARTMENT OP ARCHIVES AND HISTORI 

RECORDS MANAGEMENT OlVlSlON 

Attention: Scheduling Section. -- 
FOR ACiENCY USE 1. mcy Addren 

Department of Education 
and Disbursement Unit 

FOR RECORDS MANAGEMENT USE 
Appliwtion Numbcr 

- - 
Telephone Number 

Supervisor 656-2497 
L__1 ___- - -- _III_ 

Arvil Ensley 
_ _ _ - z c z  - 

1. ActionRequeated 
a. a Estab!isn Retention Schedule; record will contin? to accumulate. . - 
b. 0 DirpoCr of present accumulation; no further accumulation anticipated. . . ~ , ~ .  

Check One: 0 C h a i e ;  0 Supercede: 0 Void 
-. *i, - 3 , 

-~~ . - -  . ~ , .  
KG /followed by~tifle us?&@ off&% if different) ~ 

.~. - . _ ~  - ~ ~ 

~ . .L1" " .. ~ 

_ _  .- , _  - _ . _ .  ~ ~ , - .  ~~. ~~ 

a> . ~ . .~~ iartiest Latest 
I. Dates of Series 

?-.~..-, : . .  F.DEW& L, .i..l*.--'...___I_ ;PROJECTS . ACCOUKCING ~ . ~ .  ~ . .  PILES ._ ... 

, M a t  ij the function of th Divisi.Mwd3he Office in which this record s d e s  isaeated? a: - *  

-. ~. 

1. Division o$d Otf ia  Function 

. ,  The Accounting and Disbursement Unit provides the necessary accounting services to all .- 

organizational levels of the State Department of Education for all public monies 
received 'and disbursed on behalf of education in Georgia. 

.. ,:. : . .;; . -  .. 
.. - 

. 

- _I_-_- - - I______ 

'. Record Series Description This file contains the following documents / inc Iu~form numbenand titles, if>&: ' 

Attach samples of the file. 
Documents relating to:receiving, accounting and d i s b u r s i n g  of Federal monies t o  local  

education u n i t s  and ind iv idua ls  e l ig ib l e  f o r  the  funds through federal 
education programs. 

of cond i t ions ,  a u d i t  f i nd ings ,  correspondence and other  related 
documents. 

lnduded are: appl icat ions for  Federal monies, ledger sheets, receipts, statements 

. .  . , . ~  , -... .. 
.. 

File i,ar, nged: by Federal  program,bx .~ ,, yeak, .. an.d thereuhder alphabet ical ly  by 'i 
1 ,  i , .: ~. focal Education U n i t .  . .  ~- 

-- ~ ~ _______ 
I. Monthlv Reference Rare How often are records referred to which are: - 

One to six months old loo .; to twelve months old 50 -.: Thirteen to twenty-four months old ---; 20 
twenty-fiva months and older ---.? 

12 Records Center 1. Annual Rate of Accumulation of Record8 = 

Lettevsiro drawers --: Lqal-size draw'ers ~ - _ _ _  ; Shelves - ;Other I*Mcifyl- . 

I.- ---_-- - _I--- - - --__ 

.. boxes 



. . .  . 

! 

. .~ 
years. 

f. Federal retention instructions years. 

a. S u t i ~ a w  -0- .-year$. d. Audit period - -  
_-_-years. e. Administrative need - 8- years. : 

: -5-k b. Statute of limitation 
c. Federal law _--years. 

Am& copy or e&rt 3 laws or regulations. Explain administrative .need. 

*pL 93-380, Sect. 510(After completion of project under a federal grant, loan 
or 0th r arran erne t . )  
Records a~re needed for 8 years because some 'federal grants &e..for 3 years, re 
to be kept for - I_~ that -- length of t ime,to c G l y  with the federal law, 

. -  ~~ . . ~. .~ ring them 

_ T ~  - 

PI Hold in the current files area ----rnonth(sl 7 yeark); then 
0 Transfer to local holding area; hold ,-__-year(s): then 
10 Transfer to State Records Center: hold L - - v e a r ( d ;  then 

0 Transfer to State Archives for permanent retention. 
0 Other &acify) 

m Destroy. 
, 

i 

These instructions apply to a l l  prior and future accumulations of the series. 


